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CIVIL  SERVICE  COMMISSION  DIRECTORY 


INTRODUCTION 


The  Civil  Service  Commission  is  the  City  and  County  of  San  Francisco’s  central  human 
resource  agency,  and  consequently  has  many  personnel-related  functions.  You  are 
encouraged  to  use  this  Directory  to  become  familiar  with  the  various  sources  of 
information  and  resources  within  this  agency. 

In  most  instances,  departmental  personnel  offices  will  be  able  to  explain  rules  and 
policies  on  all  employment  issues.  Therefore,  please  consult  with  departmental 
personnel  offices  first.  However,  the  Civil  Service  Commission  will  guide  and  advise 
whenever  possible.  Section  V of  the  Directory  summarizes  the  areas  in  which  the 
Commission  will  provide  assistance. 

If  you  do  not  know  which  division  or  unit  to  contact  for  a specific  matter,  look  up  the  topic 
in  Section  II  that  begins  on  Page  2 and  ends  on  Page  9.  Topics  are  listed  alphabetically. 

If  you  know  or  have  an  idea  of  the  division  or  unit  you  wish  to  contact,  there  is  a 
telephone  directory  on  Page  10.  See  the  Table  of  Contents  that  follows  this  page  for  the 
page  numbers  of  division  and  unit  descriptions. 

Civil  Service  Commission  staff  are  listed  by  name  on  Page  11.  The  Organizational  Chart 
on  Page  12  shows  the  structure  of  the  agency.  A list  of  major  Civil  Service  Commission 
publications,  available  free  of  charge  or  for  a minimal  charge,  is  on  page  39. 

This  Directory  is  hole-punched  and  divided  into  five  sections.  It  is  recommended  that  the 
Directory  be  placed  in  a binder.  Replacement  pages  will  be  issued  periodically. 

One  copy  of  this  Directory  has  been  provided  to  each  department  and  each  employee 
organization.  If  more  copies  are  needed,  please  either  photocopy  this  edition  or 
purchase  copies  at  $3.00  each,  from  the  Civil  Service  Information  Center,  44  Gough 
Street,  1 st  Floor,  or  Civil  Service  Commission  Office,  Room  1 53,  City  Hall. 

All  staff  assignments  listed  are  subject  to  change.  Direct  any  questions  you  may  have 
regarding  use  of  the  Directory  to  Edgar  Poma,  Room  154C  City  Hall,  554-4723. 
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SECTION  I.  CONTACT  INFORMATION 


CONTACTING  US  BY  MAIL 

All  correspondence,  other  than  protests  and  appeals  related  to  recruitment  and  selection 
(examination)  matters,  are  to  be  routed  to  the  Civil  Service  Commission  Office  to  be 
time-stamped  and  logged,  and  will  then  be  referred  from  that  office  to  the  designated  person 
or  office. 

Address  and/or  deliver  to: 

Civil  Service  Commission 
Room  153  City  Hall 
San  Francisco,  CA  94102 


Protests  and/or  appeals  related  to  recruitment  and  selection  (examination)  matters  are  to  be 
directed  to  the  Recruitment  and  Selection  Division  to  be  time-stamped  and  logged,  and  will  be 
routed  to  the  appropriate  staff  member. 

Address  and/or  deliver  to: 

Recruitment  and  Selection  Division 
Civil  Service  Commission 
44  Gough  Street 
San  Francisco,  CA  94103 


CONTACTING  US  BY  TELEFAX 

Telefaxes  are  accepted  by  all  Civil  Service  Commission  divisions  and  units.  Please  see  page 
1 1 for  telephone  numbers. 


CONTACTING  US  BY  TELEPHONE  AND  IN  PERSON 

Inquiries  in  person  or  by  telephone  will  be  referred  directly  to  an  individual  or  office. 
Appointments  and/or  detailed  written  requests  are  recommended. 

Complete  phone  listings  are  on  pages  10-11. 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT 

NOTE:  The  Directory  lists  Civil  Service  Commission  functions 
and  services  only.  You  will  find  subject  references  or  multiple 
page  references  for  certain  subjects.  For  a partial  list  of  other 
City  and  County  services,  see  page  38. 

SUBJECT,  PAQE($) 


Acknowledgement  cards  (Striking  employees) 

PP- 

17, 18 

Acting  Assignment  Pay 

P- 

26 

ADA  (Americans  With  Disabilities  Act) 

P- 

29 

Additional  Employment 

P- 

17 

Administrative  Overtime 

P- 

26 

Affirmative  Action  / EEO  Unit 

P- 

29 

Agenda,  CSC 

P- 

16 

Amendment  to  CSC  Rules 

P- 

15 

Announcement  of  Examination 

P- 

34 

Annual  Report,  CSC 

P- 

14 

Annual  Salary  Ordinance 
Appeals 

P- 

23 

Automatic  resignation  and/or  Terminations 

P- 

15 

Examinations 

P- 

34 

Applications,  Employment 
Appointments 

P- 

34 

As-Needed 

P- 

17 

Certifications 

P- 

19 

Exempt 

P- 

28 

General  Inquiries 

P- 

19 

Limited  Tenure 

P- 

17 

Non-Civil  Service  (Oral  Authorizations) 

P- 

31 

Rules 

P- 

15 

Successive 

P- 

17 

Appointment  Above  Entrance  Rate 

P- 

26 

Apprenticeship  Program 

P- 

29 

Assault  or  Battery  Pay  Inquiries 

P- 

26 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (cont.) 


Assignments 


Out  of  Class 

P- 

23 

Backdating  of  Requisitions 

P- 

18 

Bargaining  Units 

P- 

27 

Bilingual  Inquiries/Testing 

P- 

30 

Business  Management  Unit 

P- 

22 

Calendar,  CSC 

P- 

15 

Catastrophic  Illness  Program  Inquiries 

P- 

18 

Certification  Inquiries 

P- 

19 

Certification  Unit 

Change  of  Address  and/or  Name 

P- 

19 

Applicants 

P- 

34 

CSC  employees 

P- 

22 

Eligibles 

P- 

19 

Civil  Service  Commission 
Classification 

PP- 

13,15 

Class  specification 

P- 

23 

Classification  surveys  from  other  jurisdictions 

P- 

23 

Position  Classification  Questionnaire  (PCQ) 

P- 

23 

Temporary  assignment  out  of  class  (Rule  26) 

P- 

26 

Working  out  of  class 

P- 

23 

Classification  Unit 

P- 

23 

Compensatory  Time 

P- 

26 

Compensation  Unit 

P- 

26 

Complaints  of  Discrimination 

P- 

29 

Continuance  of  CSC  Agenda  Item 

P- 

15 

Contracts,  Personal  Services 

P- 

23 

Conviction  Records 

P- 

35 

Courtesy  Cards 

P- 

34 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 
SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (cont) 


Criminal  Records 

P- 

35 

Decentralized  Exam  Units 

P- 

35 

Disability  Pay 

P- 

38 

Disability  Transfer 

P- 

31 

Disabilities,  Policy  on  Persons  with 

P- 

29 

Discharge/Dismissal  of  Employees 

P- 

18 

Driver  License  Regulations 

P- 

18 

Early  Retirement 

P- 

38 

Educational  Leave 
Educational  Program 

P- 

18 

Tuition  Reimbursement 

P- 

33 

EEO  Reports 
Eligible  Lists 

P- 

29 

Inquiries  regarding  status  on 

P- 

20 

Protest  of  tentative  list 

P- 

34 

Employee  Handbook 

P- 

14 

Employee  Training 

P- 

33 

Employment  Information 

P- 

34 

Equal  Employment  Opportunity 

P- 

29 

Examination  Announcements 

P- 

34 

Exceptions  to  the  Order  of  Layoff 

PP- 

17,  36 

Exempt  Appointments 

P- 

28 

Exemption  of  Employees  for  Temporary  Periods 
Fair  Labor  Standards  Act 

P- 

26 

Additional  Employment 

P- 

17 

Compensation  Issues 

P- 

26 

Exempt  classification  status 

P- 

23 

Field  Expense  Reports  (CSC) 
Fingerprinting 

P- 

22 

Imprinting 

P- 

19 

Inquiries  - general  information 

P- 

35 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (coot) 


Forms,  CSC  p.  22 

Grievances  p.  27 

Hazard  Plan  p.  14 

Health  Plan  p.  38 

Hearing  Officers  p.  18 

Holdovers  pp.  17, 19 

Immigration  Regulations  (INS)  p.  18 

Information  Services  Unit  p.  21 

In-Lieu  Payments 

CSC  Employees  p.  22 

Other  Employees  p.  26 

In-Service  Unit  (Personnel  Services  Unit)  p.  17 

Inspection 

Examination  Matters  p.  34 

CSC  Records  p.  15 

Interpreter/Translator  Pay  pp.  30,26 

Jury  Duty  Leave  for  Employees  p.  18 

Questions  regarding  p.  18 

Labor  Relations  p.  27 

Mailing  Lists 

Maintenance  and  Requests  to  be  placed  on  p.  1 7 

Management  & Employee  Development  p.  33 

Management  Training  and  Consulting  Services  p.  33 

Manual,  Policy  & Procedures  p.  17 

Medical  Examinations 

Appeals  of  Rejection  p.  18 

Request  for,  by  department  p.  18 

Military  Leave  p.  18 

Minutes,  CSC  p.  15 

MIS  (CSC)  p.  21 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (coni) 


Near  List  Appointments 

P- 

23 

Non-Civil  Service  (NCS)  Employment  Authorizations 

P- 

31 

Oath  of  Allegiance 

P- 

15 

Out  of  Class  Assignment 

P- 

23 

Out  of  Class  Assignment  Pay 

P- 

26 

Overtime 

P- 

26 

Part-Time  Employment 

P- 

17 

Payroll  Audit  Unit 

P- 

28 

Pay 

P- 

26 

Performance  Evaluation 

P- 

33 

Personal  Leave 

P- 

18 

Personal  Services  Contracts 

P- 

24 

Personnel  Policy  & Procedures  Manual 

P- 

17 

Personnel  Records  For  Citywide  Personnel 

P- 

18 

Publications,  CSC 

P- 

39 

Layoff 

P- 

36 

Leaves  of  Absence 

P- 

18 

Limited  Tenure 

P- 

17 

Position  Classification  Questionnaire  (PCQ) 
Probationary  Period 

P- 

23 

General  information 

P- 

18 

While  on  leave  to  another  class 

P- 

18 

Reappointment 

Reconsideration 

P- 

18 

of  CSC  action 

P- 

15 

of  GMP  action, 

P- 

15 

Records  Management  (CSC) 

PP- 

15,  22 

Recruitment  (EEO/Affirmative  Action) 

P- 

29 

Recruitment  and  Selection  Division 

P- 

34 

Reduction  in  Work  Week 

P- 

28 

Reinstatement 

P- 

18 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (cont.) 


Requisitions/Requisition  Modifications  (Cont.) 


Activation 

P- 

15 

Backdating 

P- 

18 

Cancellation 

P- 

19 

Certification  in  Progress 

P- 

19 

Change  of  funds 

P- 

28 

CSC  departmental 

P- 

22 

Declaration  of  permanency 

P- 

18 

Distribution  of  forms 

P- 

22 

Exempt  Waivers:  Rule  34 

P- 

29 

Extend  time 

P- 

28 

Reassignments 

P- 

19 

Special  conditions 

P- 

23 

Resignation 

PP- 

18,  19 

Retirement 

Inquiries  concerning 

P- 

38 

Separation  report 

P- 

19 

Rules,  CSC 

P- 

15 

Safety 

P- 

14 

Salary  Adjustments 

Appointment  above  the  entrance  rate 

P- 

26 

Supervisory  differential 

P- 

26 

Salary  Increments 

P- 

26 

Salary  Standardization 

P- 

26 

Salary  Surveys  From  Other  Jurisdictions 

P- 

26 

Seniority 

P- 

18 

Separation  Reports 

Death 

P- 

19 

Discharge 

P- 

19 

Dismissals 

P- 

19 

Layoffs 

PP- 

17,19 

Leaves 

P- 

19 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (cont.) 


Separation  Reports,  (Cont.) 


Reassignments 

P- 

19 

Resignations  (Satisfactory) 

P- 

19 

Resignations  (Unsatisfactory) 

P- 

18 

Retirement 

P- 

19 

Rule  12 

P- 

19 

Suspensions 

P- 

28 

Terminations 

P- 

18 

Terminations  (non-civil  service) 

P- 

18 

Sexual  Harassment,  Inquiries 

P- 

29 

Sexual  Harassment,  Training 

PP- 

29,  33 

Sick  Leave 

P- 

18 

Sick  Pay 

CSC  employees 

P- 

22 

General  inquiries 

P- 

18 

Salary  issues 

P- 

26 

Catastrophic  Illness 

P- 

18 

Signature  Cards 

P- 

22 

Special  Committee  ("Strike  Committee") 

P- 

15 

Standing  Committees,  CSC 

P- 

15 

State  Disability  Insurance 

P- 

38 

Status  Grants 

P- 

23 

Striking  Employees 

PP- 

15,  17 

Subpoenas  (served  on  CSC) 

P- 

22 

Supplemental  Appropriation 

PP- 

15,22 

Filing  of  Legislation 

P- 

23 

Supervisory  Differential 

P- 

26 

Suspension-Disciplinary 

General  Inquiries 

P- 

18 

Notices 

P- 

28 

Temporary  Assignments  Out  of  Class 

P- 

23 
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SECTION  II.  DIRECTORY  OF  FUNCTIONS  AND  SERVICES  BY  SUBJECT  (cont.) 

Termination  of  employees  pp.  18,19 

Testing  p.  34 

Timeroll  Audit  p.  28 

Training  Division  p.  33 

Transfer 
Disability 

Limited  term  approvals 
LT  approvals,  CSC  employees 
General  inquiries 
Tuition  Reimbursement 
Unemployment  Insurance 
Unfair  Labor  Practice  Charges 
Vacation 

General  inquiries 

Validation  of  Employee  Appointments 
Voluntary  Time  Off  Program  (V-TOP) 

Waivers 
Eligibles 

Reviewing  requests 
Word  Processing  Pay 
Work  Week  Reduction  Requests 

Workers'  Compensation  p. 

Z-Symbol,  Suspension  of  p. 


31 
19 
15 

pp.  17, 19 
33 
14 
27 


18 

19 

14 

19 

19 

26 

28 

14 

38 
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SECTION  III. 


MEMBERS  OF  THE  CIVIL  SERVICE  COMMISSION 


ROOM 

PHONE 

Cleo  Donovan 

President 

153  City  Hall 

554-4747 

Emi  R.  Uyehara 

Vice  President 

153  City  Hall 

554-4747 

Grant  S.  Mickins 

Commissioner 

153  City  Hall 

554-4747 

A.  Lee  Munson 

Commissioner 

153  City  Hall 

554-4747 

Juan  Rios 

Commissioner 

153  City  Hall 

554-4747 

OFFICE  DIRECTORY 

Administrative  & Personnel  Services 

153  City  Hall 

554-4751 

Certification  Unit 

52E  Basement,  City  Hal! 

554-4352 

Civil  Service  Information  Center 

1st  Floor,  44  Gough  St. 

557-4800 

Classification  Unit 

3rd  Floor,  44  Gough  St. 

557-4970 

Compensation  Unit 

1 st  Floor,  44  Gough  St. 

557-4990 

Management  & Employee  Development 
Equal  Employment  Opportunity  & 

3rd  Floor,  44  Gough  St. 

557-4980 

Affirmative  Action 

151  City  Hall 

554-4736 

Examination  Information 

Recorded  Message 

557-4888 

General  Manager,  Personnel 

154-C  City  Hall 

554-4725 

Information  Services  Unit 

1 st  Floor,  44  Gough  St. 

557-4958 

Mail  and  Reproduction 

52C  Basement,  City  Hall 

554-4370 

Recruitment  and  Selection 

1st  Floor,  44  Gough  St. 

557-4800 

Payroll  Audit  Unit 

1 st  Floor,  44  Gough  St. 

557-4990 
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Pt)OQC 

Nam*  ind  1 ^•nnri 

Phone 

Aguirre,  Bias  -CH 

554-4344 

Kellar,  Robert  -G 

557-4970 

Alien,  Orel!  -G 

557-4847 

King,  Gary  -G 

557-4815 

Beasley,  Patricia  -G 

557-4885 

Lebron,  Jose  -G 

557-4970 

Beltran.  Mam  -G 

557-4894 

Lee,  Josephine  - CH 

554-4355 

Beooza.  Rebecca  -G 

557-4960 

Lee,  Linda  R -G 

557-4970 

Biderman.  Bam  -G 

557-4882 

Leong,  Esther  -CH 

554-4743 

Blomberg.  Sue  -G 

557-4884 

Lew,  Seu  -G 

557-4823 

Bosnich.  Janet  -G 

557-4990 

Lingad,  Julia  -G 

557-4968 

Caines,  Dennis  -CH 

554-4741 

Louie,  Virginia  -CH 

554-4752 

Cannoaiei.  Denise  -G 

557-4844 

Malle  gm,  Kathy  -CH 

554-4753 

Casey.  Mike  -G 

557-4876 

Martinez,  Gloria  -G 

557-4859 

Castellanos,  Silvia  -CH 

554-4744 

Mason,  Jeanette  -CH 

554-4751 

Chan.  Mana  -G 

557-4875 

Matteucd,  Sandra  -CH 

554-4724 

Chau,  Agnes  -CH 

554-4754 

McAllister,  Joan  -G 

557-4970 

Chew . Rose  -CH 

554-4364 

McClendon,  Amu  -G 

557-4868 

Chin  Cheryl  -G 

557-4879 

Monroe,  Cindy  - CH 

554-4748 

Cbo,  Lrwanna  -CH 

554-4737 

Moos  or,  Maria  -CH 

554-4362 

Cboy.  Gloria  -CH 

554-4357 

Nguyen,  Hoang  -CH 

554-4370 

Clarke.  Garice  -G 

557-4970 

Ochoa,  Elaine  -G 

557-4990 

Collantes.  Carmen  -G 

557-4841 

Okahara,  Anne  -CH 

554-4740 

Congo.  Ron  -G 

557-4852 

Oleaga,  Tom  -G 

557-4865 

Cosico.  Eriinda  -CH 

554-4353 

Onus,  Myma  -CH 

554-4358 

Cruz.  Jesusa  -G 

557-4857 

Orallo,  Corazon  -G 

557-4862 

Danner.  .Angela  -CH 

554-4370 

Ortega,  Leonardo  -G 

557-4958 

Dam.  Nina  -G 

557-4887 

Ortiz,  Oscar  -CH 

554-4749 

Davis,  Ted  -G 

557-4814 

Paw,  David  -CH 

554-4370 

DeLara,  Winston  -CH 

554-4348 

Pereira,  Seby  -G 

557-4834 

Dinneen.  Leo  -CH 

554-4750 

Phung,  Cuong  -G 

557-4806 

Duncan,  Patricia  -G 

557-4842 

Pistolesi,  Don  -G 

557-4835 

Espinueva.  Rosie  -G 

557-4830 

Pom  a,  Edgar  -CH 

554-4723 

Fernandez.  Lisa  -G 

557-4891 

Race  Lis,  Josephine  -CH 

554-4352 

Finney,  Patrick  -G 

557-4990 

Redmond,  Gerald  -G 

5574863 

Franz.  Gretcben  -G 

557-4951 

Redmond,  Molly  -CH 

5544345 

Freeman.  Eugene  -CH 

554-4739 

Robinson,  Nichelle  -G 

557-4886 

Fukuda.  Janice  -G 

557-4840 

Rogers,  Janet  -G 

5574990 

Games.  Collie  -G 

557-4952 

Rothman,  Geoff  -G 

5574990 

Gallo  fin.  Rumella  -CH 

554-1350 

Sam,  Carol  - CH 

5544747 

Garcia,  Diana  -CH 

554-4742 

Sancbelli,  Robert  -G 

5574947 

Garcia,  Larry  -G 

557-4955 

Saytafi,  Patricia  -G 

557-4848 

Garibaldi,  Lou  -G 

557-4880 

Schiff,  Elizabeth  -G 

5574950 

George.  Tamara  -G 

557-4990 

Singh.  Peter  -G 

557-4883 

Gersten,  William  -G 

557-4945 

Small,  Barbara  -CH 

554-4347 

Gill.  Norma  -CH 

554-4343 

Smith,  Joyce  -G 

557-4873 

Godfrey.  Anne  -G 

557-4944 

Smith,  Tanya  -G 

5574970 

Gomez.  Patricia  -G 

557-4990 

Stoddard,  Dong  -G 

5574966 

Gonzalez,  Julie  -G 

557-4855 

Stokes,  Peter  -G 

5574956 

Gotuaco.  Tom  -G 

557-4864 

Sumner,  William  -G 

557-4867 

Gunselman.  Elleo  -CH 

554-4736 

Susoeff,  Lynn  -G 

557-4976 

Hallas.  Sharon  -G 

557-4853 

Taylor,  Karen  -G 

557-4872 

Hamada-Foog.  Cynthia-G  557-4970 

Tharayil,  Regina  -G 

557-4851 

Heard,  Karen  -G 

557-4970 

Thomas,  Bette  -G 

5574970 

Heurlin.  Candace  -G 

557-4846 

Tinhng,  Ann  -G 

557-4850 

Hinajoo,  Noemi  -G 

557-4837 

Trinh,  Binh  -CH 

554-6996 

Hockey,  Susan  -G 

557-4970 

Vandiver,  Mark  -G 

5574860 

HogAD-J*ct»on,Evelyn  -CH 

554-6959 

Van  Dyke,  Carole  -G 

557-4869 

Horn.  Mathew  -G 

557-4881 

Walker,  A1  -CH 

554-4722 

Huff,  Coochiu  -CH 

554-4725 

Wilson,  Carmen  -CH 

554-4346 

Jancsek.  Suzanne  -G 

557-4843 

Wong,  Alan  -G 

5574960 

Johnson.  Doris  -G 

557-4970 

Wong,  Jimmy  -CH 

554-4756 

Jones,  Bunny  -G 

557-4854 

Wong,  Ray  -G 

5574833 

Joe.  Enc  -CH 

554-4734 

Wu,  Susan  -G 

557-4866 

CH  - City  Hall.  94102  / G = 44  Gourh  Street,  94103 


City  and  County  of  San  Francisco 
Name  and  Location  Phone 

Yee,  Dorothy  -CH  554-4735 


Otittf  rrwwcatiT  Lad  Tdegboat  NmI 


* | 


Aoyang,  Rod  -orwaraMc  206-8626 
Blaming,  Delores  -orwusa  664-2136 
Buchbinder,  Diana-umA*T  5574585 
Bunch,  Carl  554-8720 

Burke,  John  -ctwrnoixn  554-7577 
Centeno,  Rafael  -nwco  554-2582 
Clayton,  Vida  -ott  attt  554-4290 
Connors,  Ray  «n  861-8000X307 

Favetti,  Kate  «awn  554-1630 


Rnoey,  Sandra  -aac  * ru 

Gazzano,  Ed  »vco 
Gee,  Kin  «w 
Gill,  Bill  -cas 
Gourdine,  Andrea  «c 
Hartmger,  Art  -ottattt 
Holmes,  Sandra  -ma> 
Holtzman,  Jon  -cm  attt 
Horan,  James  orw 
Kohn,  Claude  -cm  attt 
Ilmcki,  Jim  -AiaroaT 
Lopez,  Gilbert  -sfccd 
Martin,  Steve  wiwaaMc 
Murray,  Katby-ruc/w*. 
Nulph,  Vernon  -AiaroaT 
Pendergast,  Pat  -rvc 
Pengel,  Melinda-arr® 

Pun,  Jackie  -amaiME^T 
Raimes,  Patricia  «ua 
Ramirez,  Manha  -aac  a rau 
Sam -Tabus a,  Mei-LoMrm 
Shelley,  Thelma  -wab  mem 
Smith,  Mary  -mb 
Stuart,  Yvette  whwchmc 
Tussey,  Terry  *mn 
Villagomez,  Alice  -on 
Welch,  Bill -roues 
Woo,  Nancy  -k*t 


666-7060 

554-2580 

241-6025 

554-8724 

554-1650 

554-4312 

558-7862 

554-4262 

554-6000 

554-3820 

761-0800X2187 

241-2253 

206-8084 

554-1632 

761-0800X2187 

554-1660  a 

553- 9152  ■ 

554- 1584 
553-1341 
666-7060 

553- 9000 
621-6600 
557-5561 
206-5021 

554- 7214 
554-9811 
553-9522 
274-0422 


PAX  City  Hall  - AAnimctraooc 

i:55447l4 

FAX  City  Hall  - Certjfkatioo 

554-7355 

FAX  44  Gogh  - tel  Floor 

5574910 

PAX  44  Goagh  - 2nd  Floor 

5574870 

PAX  44  Goagh  - 3rd  Floor 

5574926 

FAX  44  Goagh  - Far  Umt: 

5574961 

TDD  Oty  Hall 

5544600 

TDD  44  Goagh: 

775-9484 
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8/14/92 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION /UNIT 


THE  CIVIL  SERVICE  COMMISSION 


Location: 

Mailing  Address: 
Telephone: 


Room  153  City  Hall 

Room  153  City  Hall,  San  Francisco,  CA  94102 
5544747 


MEMBERS  OF  THE  CIVIL  SERVICE  COMMISSION 


Cleo  Donovan 
Emi  Uyehara 
Grant  S.  Mickins 
A.  Lee  Munson 
Juan  Rios 


President 
Vice  President 
Member 
Member 
Member 


Term  expires  6/30/93 
Term  expires  6/30/95 
Term  expires  6/30/93 
Term  expires  6/30/93 
Term  expires  6/30/97 


General  Manager,  Personnel:  Albert  C.  Walker  (5544722) 


Secretary  of  the  Commission:  Carol  M.  Sam  (5544747) 


Commission  meets  1st  and  3rd  Mondays  at  2:00  p.m.,  Room  282  City  Hall 
BOARD  SIZE/COMPOSITION: 

• Five  members  appointed  by  Mayor 

• At  least  one  member  must  be  a woman 

• Six-year  terms,  some  members’  terms  overlap 

RESPONSIBILITIES:  • Charier  mandates  that  the  Civil  Service  Commission  is 

the  employment  and  personnel  department  of  the  City  and 
County  of  San  Francisco. 

• Directs  and  approves  all  activities  and  objectives  of  the 
Administrative  and  Personnel  Services  Division, 
Classification  and  Compensation  Division,  Equal 
Employment  Opportunity  and  Affirmative  Action  Division, 
Management  and  Employee  Development  Division,  and 
Recruitment  and  Selection  Division. 

• Adopts  rules  and  procedures  which  have  the  force  and 
effect  of  law  to  regulate  all  merit  system  personnel  policy 
and  actions  in  the  City  and  County  of  San  Francisco, 
including  classified  employees  of  the  San  Francisco 
Unified  School  District  and  San  Francisco  Community 
College  District. 
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8/14/92 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


OFFICE  OF  THE  GENERAL  MANAGER,  PERSONNEL 


Location : Room  1 54C  City  Hall 

Mailing  Address:  Room  153  City  Hall,  San  Francisco,  CA  94102 

Telephone:  554-4725 


Albert  C.  Walker,  General  Manager,  Personnel  554-4722 

Edgar  Poma,  Assistant  to  the  General  Manager  554-4723 

Sandra  L.  Matteucci,  Executive  Secretary  554-4724 


ALBERT  C.  WALKER  serves  as  appointing  officer  and  spokesperson  for  the  Civil  Service 
Commission.  Mr.  Walker  implements  the  merit  system  of  the  City  and  County  of  San 
Francisco,  and  exercises  complete  responsibility  for  coordinating  and  executing  all  civil 
service  policies,  actions,  rules,  regulations  and  procedures. 


EDGAR  POMA  performs  special  projects  for  the  General  Manager,  Personnel  and  is  also 
responsible  for  the  following  areas: 

Annual  Civil  Service  Commission  Report 

Employee  Handbook 

Departmental  Policy  Manual 

Combined  Charities  Campaign  and  Annual  Blood  Drive 

Safety,  Disaster  and  Hazards  Plan 

Resolutions  and  Ordinances 

Unemployment  Insurance 

Special  Events 

Response  to  Requests  From  Other  Jurisdictions 
Voluntary  Time-Off  Program  (V-TOP) 

Workers’  Compensation  Task  Force 


SANDRA  L.  MATTEUCCI  is  the  Executive  Secretary  to  the  General  Manager,  Personnel. 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


UNIT:  CIVIL  SERVICE  COMMISSION  OFFICE 


Reports  to:  Manager,  Administrative  and  Personnel  Services  Division 


Location: 

Mailing  Address: 
Telephone: 


Room  153  City  Hall 

Room  153  City  Hall,  San  Francisco,  CA  94102 
554-4751 


FUNCTIONS:  • Administrative  and  Personnel  Services  is  the 

administrative  branch  of  the  Civil  Service  Commission. 
The  Division  Manager  of  Administrative  and  Personnel 
Services  also  serves  as  Commission  Secretary  (also 
known  as  Assistant  Secretary). 


WHEN  TO  CONTACT:  • To  obtain  information  on  upcoming  or  past  Civil  Service 

Commission  meetings. 

• Questions  related  to  matters  calendared  for  Civil 
Service  Commission  action. 

• Questions  on  appeals. 

• Explanation  of  Civil  Service  Commission  actions. 

• Civil  Service  Commission  hearing  and  meetings 
procedures. 

• Requests  for  continuances  of  calendared  matters. 

• Information  on  jurisdiction  of  the  Civil  Service 
Commission. 

• Civil  Service  Commission  Rules  administration  - 
interpretation  and  application. 

• Charter  and  Rule  Amendments.  Meeting  and  conferring 
with  labor  organizations. 

• Amendments  to  Administrative  Code. 

• Backdating  of  Requisitions. 

• Reconsideration  of  Civil  Service  Commission  action  or 
action  of  General  Manager,  Personnel. 

• Subpoenas  served  on  the  Civil  Service  Commission. 
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8/14/92 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


WHO  TO  CONTACT:  VIRGINIA  LOUIE  554-4752 

JEANETTE  MASON  554-4751 

Preparation  of  Commission  Meeting  Agenda 

CAROL  M.  SAM  554-4747 

Manager,  Administrative  and  Personnel  Services  Division 
Assistant  Secretary,  Civil  Service  Commission 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 

UNIT:  PERSONNEL  SERVICES 

Reports  to:  Manager,  Administrative  and  Personnel  Services  Division 


Room  153  City  Hall 

Room  153  City  Hall,  San  Francisco,  CA  94102 
554-4751 


Handles  employee,  departmental  and  public  inquiries 
on  Civil  Service  procedures  and  regulations.  However, 
the  unit  does  not  directly  accept  inquiries  regarding 
certifications,  appointments,  requisitions,  certifications 
in  progress  and  special  conditions.  These  inquiries  are 
to  be  directed  to  the  Certification  Unit  (see  UNIT: 
Certification,  which  follows  this  section). 


WHO  TO  CONTACT : Personnel  Services  Analysts  have  been  assigned  to  the 

following  areas  and  are  to  be  contacted  directly  only  in  the 
absence  or  unavailability  of  a personnel  contact  or  officer  in 
your  department: 


Location: 

Mailing  Address: 
Telephone: 


FUNCTIONS: 


KATHY  MALLEGNI  554-4753 

Senior  Personnel  Analyst 

Additional  Employment 

As-Needed  Appointments 

Civil  Service  Commission  Mailing  Lists 

Holdover  Roster 

Limited  Tenure 

Part-Time  Appointments 

Personnel  Policy  and  Procedures  Manual 

Seniority 

Striking  Employees 


[NOTE:  All  layoff  inquiries  are  to  be  directed  to  LOPT;  see 
P 36] 
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8/14/92 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


CINDY  MONROE  554-4748 

Senior  Personnel  Analyst 

Backdating  of  Personnel  Requisitions 
Declaration  of  Permanency  of  Requisitions 
Employee  Personnel  Records  System 
Immigration  Regulations  (1-9) 

Liaison  with  Hearing  Officers 
Probationary  Periods 
Reappointment  and  Reinstatement 
Suspensions/Discipline 
Terminations,  Resignations,  Dismissals 


OSCAR  ORTIZ  554-4749 

Senior  Personnel  Analyst 

EDGAR  POMA  554-4723 

Assistant  to  General  Manager,  Personnel 

(NOTE:  Mr.  Ortiz  is  presently  on  leave. 
Contact  Mr.  Poma  until  further  notice.) 

Catastrophic  Illness  Program  Inquiries 

Driver  License  Regulations 

Drug  Free  Workplace 

Leaves  of  Absence 

Medicals 

Vacations 


Direct  all  other  inquiries  to: 


CAROL  M.  SAM  554-4747 

Manager,  Administrative  & Personnel  Services  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Coni) 


UNIT:  CERTIFICATION 

Reports  to:  Manager,  Administrative  and  Personnel  Services  Division 
Location:  Room  52E  City  Hall 

Mailing  Address:  Room  153  City  Hall,  San  Francisco,  CA  94102 
Telephone:  554-4352 


FUNCTIONS:  • Certification  administers  appointment  processing  of 

eligibles  from  Civil  Service  eligible  lists  and  provisional 
appointees  for  all  City  and  County  departments. 


WHEN  TO  CONTACT:  • Information  on  certification  and  appointment  of  eligibles, 

transfer,  limited-term  transfer,  resignations, 
reappointment  and  reinstatement. 

• Personnel  requisition  processing  and  cancellation. 

• Validation  of  appointments. 

• Inquiries  regarding  status  of  eligible  lists  and  eligibles. 

• Information  on  fingerprinting  policy. 

• Questions  regarding  "waivers". 


WHO  TO  CONTACT: 


Contact  the  Certification  clerk  assigned  to  your  particular  job  class  or  the  class  which  you 
have  an  inquiry  about: 


Rumella  Gallofin: 
Winston  De  Lara: 
Bias  Aguirre: 

Binh  Trinh: 

Molly  Redmond: 
Carmen  Wilson: 
Gloria  Choy: 
Myrna  Orais: 


ALPHA  Classes  thru  1 399 

554-4350 

8000-9999 

554-4348 

1600-3499 

554-4344 

3500-6999 

554-6996 

7000-7999 

554-4345 

1400-1599 

554-4346 

All  DPH 

554-4357 

All  DSS 

554-4358 
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8/14/92 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


Direct  all  other  inquiries  to: 

NORMA  GILL  554-4343 

Certification  Supervisor 

Ms.  Gill  will  consult  with  the  senior  personnel  analysts  in  the 
Personnel  Services  Unit  or  with  the  Division  Manager, 
Administrative  and  Personnel  Services,  on  complex 
certification  issues.  Do  not  contact  either  the  Personnel 
Services  Unit  or  the  Division  Manager  directly  on  any 
certification  matter. 

KATHY  MALLEGNI  554-4753 

Senior  Personnel  Analyst 
Personnel  Services  Unit 

CAROL  M.  SAM  554-4747 

Manager,  Administrative  and  Personnel  Services  Division 

SERVICE  HOURS 

This  schedule  was  established  to  provide  orderly  access  to  the  Certification  Unit  staff  while 
reducing  interruptions  to  permit  staff  to  concentrate  on  its  primary  function  of  canvassing 
eligible  lists  and  certifying  eligibles  to  vacant  positions. 

BY  TELEPHONE.  Telephones  in  the  Certification  Unit  are  answered  Mondays 
through  Fridays  from  8 a.m.  to  5 p.m.  for  general  information  and  inquiries.  Messages  are 
taken  for  inquiries  to  and  calls  for  specific  staff  members  on  Mondays  through  Fridays  from  8 
a.m.  to  1 p.m.  These  calls  are  returned  after  1 p.m.  Inquiries  from  eligibles  regarding  their 
status  on  eligible  lists  are  responded  to  on  Mondays  through  Fridays  from  3 p.m.  to  5 p.m. 
only. 


INFORMATION  WINDOWS.  There  are  two  information  windows  in  Room  52E. 

One  window  is  for  the  use  of  eligibles  and  the  general  public.  The  second  window  is 
designated  for  the  exclusive  use  of  departmental  representatives  and  eligibles  who  have 
appointments  with  certification  clerks.  The  General  Information  Window  is  open  and  staffed 
from  8 a.m.  to  5 p.m.,  Mondays  through  Fridays,  for  purposes  of  validation  of  appointments 
and  general  inquiries.  The  Department/Eligible  Appointment  Window  is  open  for  business 
from  1 p.m.  to  5 p.m.  Mondays  through  Fridays.  Certification  Unit  staff,  except  the  person 
staffing  the  General  Information  Window,  will  not  be  available  at  either  information  window  on 
Mondays  through  Fridays  from  8 a.m.  to  1 p.m. 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 

UNIT:  INFORMATION  SERVICES  UNIT 

Reports  to.  Manager,  Administrative  and  Personnel  Services  Division 


Location: 

Mailing  Address: 
Telephone: 

44  Gough  Street,  Rm.  150, 1st  Floor 

Room  153  City  Hall,  San  Francisco,  CA  94102 

557-4958 

FUNCTIONS: 

• Responsible  for  technical  information  services  and 
operations,  and  development  of  applications. 

WHO  TO  CONTACT: 

General  Information: 

UNIT  OFFICE  557-4958 

Direct  all  other  inquiries  to: 

LARRY  GARCIA  557-4955 

Supervisor,  Information  Services  Unit 

CAROL  M.  SAM  554-4747 

Manager,  Administrative  and  Personnel  Services  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Coni) 

UNIT:  BUSINESS  MANAGEMENT 

Reports  to:  Manager,  Administrative  and  Personnel  Services  Division 


Location: 

Mailing  Address: 
Telephone: 

Room  52 D City  Hall 

Room  153  City  Hall,  San  Francisco,  CA  94102 
554-4726 

FUNCTIONS: 

• Coordinates  annual  Commission  budget;  processes 
interdepartmental  work  orders,  contracts,  leases, 
purchasing  and  fiscal  documents;  payroll  and  personnel 
services  for  Civil  Service  Commission  staff; 
maintenance  of  personnel  records  of  Civil  Service 
Commission  staff;  supervision  of  mail  and  reproduction 
unit;  recycling  program;  MBE/WBE/LBE  monitoring. 

WHO  TO  CONTACT: 

AGNES  CHAU  554-4754 

Payroll 

LEO  DINNEEN  554-4750 

Accounting  / Purchasing 

HOANG  NGUYEN  554-4370 

Mail  / Reproduction 

NOTE:  All  Civil  Service  forms  are  available  in  Room 
52C  City  Hall,  and  Civil  Service  Information  Center, 
Lobby  Level,  44  Gough  Street. 

Direct  all  other  inquiries  to: 

Supervisor,  Business  Management  Unit  554-4726 

CAROL  M.  SAM  554-4747 

Manager,  Administrative  and  Personnel 
Services  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION /UNIT  (Coni.) 


UNIT:  CLASSIFICATION 


Reports  to:  Manager,  Classification  and  Compensation  Division 


Location: 

Mailing  Address: 
Telephone: 


44  Gough  Street,  3rd  Floor 

Room  153  City  Hall,  San  Francisco,  CA  94102 

557-4970 


FUNCTIONS:  • Classifies  all  new  and  substitute  positions  authorized  in 

the  annual  budget  or  supplemental  budgets. 

• Surveys  existing  classes  and  positions. 

• Reviews  proposed  personal  services  contracts. 

• Coordinates  the  work  of  consultants  who  are  surveying 
various  City  and  County  positions. 

• Determines  policy  on  near  list  appointments  and  out  of 
class  assignments. 

• Prepares  and  updates  Annual  Salary  Ordinance. 


WHEN  TO  CONTACT:  • To  discuss  the  classification  of  positions  that  a 

department  intends  to  budget. 

• To  review  the  classification  of  existing  positions  to 
determine  if  substantial  changes  have  occurred  that 
may  require  reclassification  action. 

• To  obtain  information  regarding  Civil  Service 
Commission  review  of  personal  services  contracts. 

• To  obtain  copies  of  class  specifications. 

• To  obtain  information  about  near  list  appointments  and 
out  of  class  assignments. 


WHO  TO  CONTACT : Call  557-9970  and  ask  for  the  analyst  assigned  to  your 

department. 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 
SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont.) 


Departments  covered: 

TEAMI 

Administrative 

Fiscal 

Legal 

Protective 

Uniformed 

Traffic 

Analysts: 

Rob  Keller  (Team  Leader) 
Jose  Lebron 
Vacancy 

Telephone: 

557-4970 

Departments  covered: 

TEAM  II 

Public  Works 
Utilities 

Transportation 

Analysts: 

Bette  Thomas  (Team  Leader) 
Clarice  Clarke, 

Cynthia  Hamada 

Telephone: 

557-4970 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


TEAM  III 


Departments  covered:  Cultural 

Schools 

Recreation 

Health 

Human  Services 

Analysts:  Susan  Hockey  (Team  Leader) 

Joan  McAllister 
Tanya  Smith 

Telephone:  557-4970 


Direct  all  other  inquiries  to: 

LINDA  LEE 

Supervisor,  Classification  Unit 
GEOFFREY  ROTHMAN 

Manager,  Classification  & Compensation  Division 


557-4970 

557-4990 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Coni) 
UNIT:  COMPENSATION 

Reports  to:  Manager,  Classification  and  Compensation  Division 


Location: 

Mailing  Address: 
Telephone: 

44  Gough  Street,  1st  Floor 

Room  153  City  Hall,  San  Francisco,  CA  94102 

557-4990 

FUNCTIONS: 

• Conducts  salary  surveys  pursuant  to  Charter  Sections 
8.401-8.409  in  order  to  recommend  salary  scales  for  city 
classes  to  the  Board  of  Supervisors.  Interprets  the 
provisions  of  the  Salary  Standardization  Ordinance 
(including  overtime,  premium  pay,  assault  pay,  salary 
steps,  out  of  class  assignment  pay). 

• Conducts  pay  equity  studies  and  administers  pay  equity 
program. 

WHEN  TO  CONTACT: 

• To  obtain  information  about  salaries,  salary  procedures, 
step  increases,  time  frames,  administrative  provisions, 
assault  pay,  etc. 

WHO  TO  CONTACT: 

General  Information: 

COMPENSATION  UNIT  OFFICE 
557-4990 

Direct  all  other  inquiries  to: 

PATRICK  FINNEY  557-4990 

Supervisor,  Compensation  Unit 

GEOFFREY  ROTHMAN  557-4990 

Manager,  Classification  and  Compensation  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont.) 
UNIT:  LABOR  RELATIONS 

Reports  to:  Manager,  Classification  and  Compensation  Division 


Location: 

Mailing  Address: 
Telephone: 

FUNCTIONS: 

44  Gough  Street,  1st  Floor 

Room  153  City  Hall,  San  Francisco,  CA  94102 

557-4990 

• Receives  and  responds  to  unit  assignment  appeals; 
unfair  labor  practice  charges;  certification  and 
decertification  election  petitions. 

• Maintains  records  of  recognized  employee 
organizations. 

• Prepares  and  conducts  administrative  law  judge 
hearings. 

WHEN  TO  CONTACT: 

• To  obtain  information  about  any  of  the  areas  listed. 

WHO  TO  CONTACT: 

JANET  ROGERS  557-4990 

Senior  Personnel  Analyst 

GEOFFREY  ROTHMAN  557-4990 

Manager,  Classification  and  Compensation  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 
UNIT:  PAYROLL  AUDIT 

Reports  to:  Manager,  Classification  and  Compensation  Division 


Location: 

Mailing  Address: 
Telephone: 

44  Gough  Street,  1st  Floor 

Room  153  City  Hall,  San  Francisco,  CA  94102 

557-4990 

Functions: 

• Salary  step  and  Anniversary  Date  Verification. 

• Audit  of  Salary  Premiums. 

• Audit  of  Exception  to  Normal  Work  Week. 

• Audit  of  Salary  Rate. 

WHEN  TO  CONTACT: 

« To  obtain  information  about  any  of  the  areas  listed. 

WHO  TO  CONTACT: 

General  Information: 

PAYROLL  AUDIT  UNIT  OFFICE  557-4990 

Direct  all  other  inquiries  to: 

PATRICK  FINNEY  557-4990 

Supervisor,  Compensation  Unit 

GEOFFREY  ROTHMAN  557-4990 

Manager,  Classification 
and  Compensation  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 

DIVISION:  EQUAL  EMPLOYMENT  OPPORTUNITY  AND  AFFIRMATIVE  ACTION 

Reports  to:  General  Manager,  Personnel 


Location: 

Mailing  Address: 
Telephone: 

Room  151  City  Hall 

Room  153  City  Hall,  San  Francisco,  CA  94102 
554-4736,  TDD:  554-4600 

FUNCTIONS: 

• Provides  target  recruitment  in  all  job  classifications. 

• Reviews  and  approves  requests  from  departments 
to  make  provisional  (non-civil  service)  appointments. 

• Manages  citywide  Disability  T ransfer  Program. 

• Assists  in  development  of  departmental  Affirmative 
Action  Plans  as  well  as  monitors  departments’ 
performance. 

• Produces  city’s  workforce  utilization  analysis  in 
various  reporting  formats. 

• Investigates  and/or  mediates  complaints  of 
discrimination. 

• Assists  in  citywide  placement  of  severely  disabled 
individuals  under  Civil  Service  Commission  Rule  34. 

• Conducts  bilingual  proficiency  examinations 

• Provides  training  regarding  EEO  issues  (e.g.,  sexual 
harassment). 

• Provides  information  about  apprenticeship  programs. 

WHEN  TO  CONTACT: 

• To  obtain  information  about  any  of  the  areas  listed. 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


DEPARTMENT 

Academy  of  Sciences 
Adult  Probation 
Agriculture 
Airport 

Animal  Care  and  Control 
Art  Commission 
Asian  Arts  Museum 
Assessor 

Board  of  Supervisors 

Chief  Administrative  Officer 

City  Attorney 

City  Planning 

Civil  Service  Commission 

Commission  on  Aging 

Commission  on  the  Status  of  Women 

Community  College  District 

Controller 

Convention  Facilities 

Coroner 

County  Clerk 

District  Attorney 

Electricity 

Fine  Arts  Museum 

Fire 

General  Hospital 
Health  Services 
Hetch  Hetchy 

Human  Rights  Commission 
Juvenile  Probation 
Laguna  Honda  Hospital 
Law  Library 
Mayor 

Mental  Health  Program 
Municipal  Court 
Parking  and  Traffic  Assessor 
Permit  Appeals 


WHO  TO  CONTACT 

TELEPHONE# 

Dennis  Caines 

554-4741 

Esther  Leong 

554-4743 

Dorothy  Yee 
Silvia  Castellanos 

554-4735 

554-4735 

Dorothy  Yee 
Dennis  Caines 
Dennis  Caines 
Eugene  Freeman 
Evelyn  Hogan-Jackson 
Dorothy  Yee 
Esther  Leong 
Silvia  Castellanos 

554-4735 

554-4741 

554-4741 

554-4739 

554-6959 

554-4735 

554-4743 

554-4744 

Evelyn  Hogan-Jackson 

554-6959 

Dorothy  Yee 

554-4735 

Dorothy  Yee 

554-4735 

Diana  Garcia 

554-4742 

Diana  Garcia 

554-4742 

Dorothy  Yee 

554-4735 

Dorothy  Yee 

554-4735 

Silvia  Castellanos 

554-4744 

Silvia  Castellanos 

554-4744 

Dorothy  Yee 

554-4735 

Dennis  Caines 

554-4741 

Dennis  Caines 

554-4741 

Eric  Jue 

554-4734 

Dorothy  Yee 
Anne  Okahara 

554-4735 

554-4740 

Dorothy  Yee 

554-4735 

Esther  Leong 

554-4743 

Eric  Jue 

554-4734 

Dennis  Caines 

554-4741 

Evelyn  Hogan-Jackson 

554-6959 

Eric  Jue 

554-4734 

Eugene  Freeman 

554-4739 

Eugene  Freeman 

554-4739 

Dorothy  Yee 

554-4735 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (ConL) 


DEPARTMENT 

WHO  TO  CONTACT 

Police 

Esther  Leona 

Port 

Silvia  Castellanos 

Public  Administrator 

Dorothy  Yee 

Public  Defender 

Esther  Leong 

Public  Health 

Eric  Jue 

Public  Library 

Esther  Leong 

Public  Utilities  Commission 

Anne  Okahara 

PUC  Light,  Heat,  Power 

Anne  Okahara 

PUC  Municipal  Railway 

Anne  Okahara 

PUC  Water 

Anne  Okahara 

Public  Works 

Silvia  Castellanos 

Purchasing 

Diana  Garcia 

Real  Estate 

Dorothy  Yee 

Recorder 

Dorothy  Yee 

Recreation  and  Park 

Diana  Garcia 

Registrator  of  Voters 

Dorothy  Yee 

Rent  Arbitration 

Dorothy  Yee 

Retirement 

Dennis  Caines 

Sheriff 

Eugene  Freeman 

Social  Services 

Diana  Garcia 

Superior  Court 

Silvia  Castellanos 

Tax  Collector 

Diana  Garcia 

Treasurer 

Diana  Garcia 

Unified  School  District 

Eugene  Freeman 

War  Memorial 

Dennis  Caines 

ALSO: 

Bilingual  Issues  (All  Departments) 
Disability  Transfer  (All  Departments) 

Eugene  Freeman 
Anne  Okahara 

Oral  Authorizations  (All  Departments) 
Rule  34  Program  (All  Departments) 

Lewanna  Cho 

Exempt  Employment  of  Individuals 
Who  are  Severely  Disabled 

Eric  Jue 

Women  in  Non-T raditional  Jobs 

Silvia  Castellanos 
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TELEPHONE# 

554-4743 

554-4744 

554-4735 

554-4743 

554-4734 

554-4743 

554-4740 

554-4740 

554-4740 

554-4740 

554-4744 

554-4742 

554-4735 

554-4735 

554-4742 

554-4735 

554-4735 

554-4741 

554-4739 

554-4742 

554-4744 

554-4742 

554-4742 

554-4739 

554-4741 


554-4739 

554-4740 

554-4737 


554-4734 

554-4744 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Coot) 


Direct  all  other  inquiries  to: 


DENNIS  CAINES 

Associate  Affirmative  Action  Coordinator 
Complaint  Investigations  and  Training 

DOROTHY  YEE 

Associate  Affirmative  Action  Coordinator 
Recruitment  and  Affirmative  Action 

EVELYN  HOGAN-JACKSON 

Manager,  EEO  and  Affirmative  Action  Division 


554-4741 

554-4735 

554-6959 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


DIVISION:  MANAGEMENT  AND  EMPLOYEE  DEVELOPMENT 


Location: 

Mailing  Address: 
Telephone: 


Reports  to:  General  Manager,  Personnel 

44  Gough  Street,  3rd  Floor 

Room  153  City  Hall,  San  Francisco,  CA  94102 

557-4945 


FUNCTIONS:  • Offers  ongoing  organizational  development  support  in  a 

wide  range  of  areas,  such  as  strategic  planning,  team 
building  and  management  retreats. 

• Develops  and  conducts  training  for  managers  and 
employees  in  all  departments  by  special  arrangement. 

• Implements,  maintains  and  monitors  Performance 
Appraisal  Systems  and  provides  ongoing  training. 

• Administers  tuition  reimbursement  program. 

WHEN  TO  CONTACT:  • To  schedule  training,  management  retreats, 

organizational  climate  surveys,  meeting  facilitation,  or 
other  management  consulting  services  designed  to 
improve  organizational  communications. 

• To  obtain  information  about  scheduled  training  programs 
or  prospective  programs. 

• To  obtain  information  about  the  Performance  Appraisal 
System. 

• To  obtain  information  about  tuition  reimbursement. 

WHO  TO  CONTACT: 


General  Information: 

DIVISION  OFFICE 
557-4945 

Direct  all  other  inquiries  to: 

ROBERT  SANCHELLI 
Performance  Appraisal 

557-4947 

WILLIAM  GERSTEN 
Tuition  Reimbursement 

557-4945 

ANNE  M.  GODFREY 

557-4944 

Manager,  Management  and  Employee 

Development  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 

UNIT:  RECRUITMENT  AND  SELECTION 
Reports  to:  Manager,  Recruitment  and  Selection  Division 


Location: 

Mailing  Address 
for  Appeals: 

Mailing  Address 

for  Other  Correspondence: 

Telephone: 

44  Gough  Street,  1st  and  2nd  Floors 
44  Gough  Street,  San  Francisco,  CA  941 03 
Room  153  City  Hall,  San  Francisco,  CA  94102 
557-4800 

FUNCTIONS: 

• Recruits  for  and  administers  competitive  examinations 
for  all  non-exempt  classified  positions.  When 
permanent  positions  become  vacant  and  there  is  no 
current  list  of  eligibles,  the  examination  unit  begins  a 
test  program.  The  test  is  developed  in  conjunction  with 
subject  matter  experts  and  must  comply  with  an 
extensive  number  of  Federal,  State,  local,  and 
professional  guidelines  and  standards.  A test  program 
usually  takes  from  four  to  six  months  to  complete. 

WHEN  TO  CONTACT: 

• Departments  check  to  determine  if  there  is  an  eligible 
list  available  when  they  anticipate  vacancies  in 
permanent  positions.  If  no  eligible  list  exists, 
departments  contact  their  personnel  office  or  the 
Recruitment  and  Selection  Unit  to  arrange  for  an  exam 
schedule. 

• Employees  and  members  of  the  public  may  contact  the 
Recruitment  and  Selection  Unit  for  information  about 
employment  opportunities  with  the  City  and  County  of 
San  Francisco. 

• Information  about  criminal  history  review. 

WHO  TO  CONTACT: 

Employment  Information 

Recruitment  and  Selection  Division 
557-4800 

-34- 


8/14/92 


CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont) 


24-Hour  Job  Hotline 
557-4888 

TDD  (Telephone  Device  for  the  Deaf) 

775-9484 

Examination  Matters 

Contact  the  personnel  office  in  your  department  first. 

Contacts  in  Decentralized  Personnel  Units: 

761-0800  x287 

553- 9000 
557-4960 
206-5033 

554- 1660 
554-1584 
557-5561 


Airport: 

Police  (uniformed): 
Fire  (uniformed): 
Public  Health: 
Public  Utilities: 
Retirement: 

Social  Services: 


Sandy  Dell’Agostino 
Jaye  Erickson 
Alan  Wong 
Stephen  Martin 
Pat  Pendergast 
Jackie  Pun 
Mary  Smith 


All  other  units  and  general  inquiries: 

DIVISION  OFFICE  557-4884 


Inquiries  about  criminal  and  conviction  records: 

JULIE  GONZALEZ  557-4855 

Principal  Personnel  Analyst 


Direct  all  other  inquiries  to: 

GARY  KING  557-4815 

Assistant  Manager 

Recruitment  and  Selection  Division 

DONALD  PISTOLESI  557-4835 

Assistant  Manager 

Recruitment  and  Selection  Division 

RAY  WONG  557-4833 

Manager 

Recrurtment  and  Selection  Division 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Coni) 


SPECIAL  UNIT:  LAYOFF  PROCESSING  TEAM  (LOPT) 

Reports  to:  General  Manager,  Personnel 

Location:  44  Gough  Street,  3rd  Floor 

Mailing  Address:  Room  153  City  Hall,  San  Francisco,  CA  941 02 

FAX:  557-4926 

FUNCTIONS:  • Processes  layoffs  and  related  matters  whenever 

necessary,  and  formulates  contingency  plans  at 
various  levels  of  layoffs  when  necessary. 

WHO  TO  CONTACT : Contact  the  analyst  assigned  to  your  department. 

Assignments  are  tentative. 


DEPARTMENT 

Academy  of  Sciences 
Adult  Probation 
Airport 

Animal  Care  and  Control 
Art  Commission 
Asian  Art  Museum 
Assessor 

Board  of  Supervisors 
City  Attorney 

Community  College  District 
County  Clerk 

Chief  Administrative  Officer 
City  Planning 
Civil  Service  Commission 
Commission  on  Aging 
Commission  on  Status  of  Women 
Controller 

Convention  Facilities  Management 

County  Agriculture 

District  Attorney 

Electricity 

Fine  Arts  Museum 

Fire 

Health  Service  System 
Human  Rights  Commission 


WHO  TO  CONTACT 

TELEPHONE# 

Ann  Tinling 

557-4931 

Tom  Gotuaco 

557-4938 

Clarice  Clarke 

557-4930 

Noemi  Hinajon 

557-4938 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Susan  Hockey 

557-4922 

Tom  Gotuaco 

557-4938 

Mike  Casey 

557-4930 

Noemi  Hinajon 

557-4938 

Susan  Hockey 

557-4922 

Ann  Tinling 

557-4931 

Susan  Hockey 

557-4922 

Carole  Van  Dyke 

557-4940 

Carole  Van  Dyke 

557-4940 

Ann  Tinling 

557-4931 

Susan  Hockey 

557-4922 

Ann  Tinling 

557-4931 

Tom  Gotuaco 

557-4938 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Noemi  Hinajon 

557-4938 

Carole  Van  Dyke 

557-4940 

Carole  Van  Dyke 

557-4940 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 
SECTION  V.  DIRECTORY  BY  DIVISION  / UNIT  (Cont.) 


DEPARTMENT 

Juvenile  Probation 
Law  Library 
Library 
Mayor 

Medical  Examiner/Coroner 
Municipal  Court 

OCC  (Office  of  Citizen  Complaints) 

Parking  and  Traffic 

Permit  Appeals 

Police 

Port 

Public  Admin./Guardian 
Public  Defender 
Public  Health:  Central  Office, 
Community  Mental  Health, 
Laguna  Honda,  San  Francisco 
General  Hospital 

Public  Utilities:  MUNI;  Hetch  Hetchy; 

Light,  Heat  and  Power 
Public  Works 
Purchaser 
Real  Estate 
Recorder 

Recreation  and  Park 

Registrar 

Rent  Arbitration 

Retirement 

Sheriff 

Social  Services 
Superior  Court 
Unified  School  District 
Treasurer/Tax  Collector 
War  Memorial 
Water 


WHO  TO  CONTACT 

TELEPHONE# 

Tom  Gotuaco 

557-4938 

Noemi  Hinajon 

557-4938 

Ann  Tinling 

557-4931 

Susan  Hockey 

557-4922 

Carole  Van  Dyke 

557-4940 

Tom  Gotuaco 

557-4938 

Tom  Gotuaco 

557-4938 

Noemi  Hinajon 

557-4938 

Noemi  Hinajon 

557-4938 

Tom  Gotuaco 

557-4938 

Mike  Casey 

557-4930 

Ann  Tinling 

557-4931 

Tom  Gotuaco 

557-4938 

Carole  Van  Dyke 

557-4940 

Clarice  Clarke 

557-4930 

Mike  Casey 

557-4930 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Noemi  Hinajon 

557-4938 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Carole  Van  Dyke 

557-4940 

Tom  Gotuaco 

557-4938 

Clarice  Clarke 

557-4930 

Tom  Gotuaco 

557-4938 

Mike  Casey 

557-4930 

Ann  Tinling 

557-4931 

Ann  Tinling 

557-4931 

Clarice  Clarke 

557-4930 

Direct  all  other  inquiries  to: 

SUSAN  HOCKEY  557-4922 

Assistant  Coordinator 

JANICE  FUKUDA  557-4941 

Coordinator 
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CIVIL  SERVICE  COMMISSION  DIRECTORY 


SECTION  VI.  REFERENCE  FOR  ROUTING  MISCELLANEOUS  INQUIRIES 


Disability  Pay  / Workers’  Compensation  / Retirement  and  Retirement  Benefits 

Retirement  System 

1155  Market  Street,  2nd  Floor 

554-1500 

Health  Plan  / Employee  Health  Benefits 

Health  Services  System 
1155  Market  Street,  3rd  Floor 
554-1700 

Ordinances 

Board  of  Supervisors 
Room  235,  City  Hall 
554-5184 

Suspension  of  Z Symbol 

Office  of  the  Controller 
Room  109,  City  Hall, 

554-7595 

State  Disability  Insurance  / Whistleblower  Program  (Investigation  of 
Unethical  Employee  Conduct)  / MOU  Negotiations 

Employee  Relations  Division 

Fox  Plaza,  Mezzanine,  1390  Market  Street 

554-8723 
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LIST  OF  CIVIL  SERVICE  COMMISSION  SOURCE  MATERIALS 
CSC  PUBLICATION  SERIES 


CSC  PUBLICATION  SERIES 

PRICE 

CSC  Publication  # 1 

Civil  Service  Commission  Rules 

$10.00 

CSC  Publication  # 2 

Civil  Service  & Related  Provisions 
of  the  Charter 

5.00 

CSC  Publication  # 3 

Personnel  Policy  & Procedures 
Manual 

15.00 

CSC  Publication  # 4 

Salary  Standardization  Ordinance 

5.00* 

CSC  Publication  # 5 

Employee  Handbook 

2.00** 

CSC  Publication  # 6 

Classification  Indices 

2.00 

CSC  Publication  # 7 

Directory  of  CSC  Divisions, 
Functions  & Resource  Personnel 

3.00* 

CSC  Publication  # 8 

CSC  Department  Policy  Manual 

5.00*** 

CSC  Publication  # 9 

CSC  Annual  Report 

2.00 

CSC  Publication  #10 

Dismissal  Handbook  for  Managers 
(In  Progress) 

CSC  Publication  #11 
CSC  Publication  #12 

Handbook  for  Supervisors  (Proposed) 
Directory  by  Department  of  Appointing 
Officers  and  Dept.  Personnel  Contacts 

1.00 

CSC  INFORMATIONAL  PAMPHLET  SERIES 


# 1 How  to  Get  a Job  With  the  City  and  County  of  San  Francisco 

# 2 Important  Employment  Information 

# 3 Now  that  You’ve  Passed  Your  Civil  Service  Examination..." 

# 4 Respect  on-the-Job  (In  Progress) 

# 5 Applicant  Information:  Clerical  Examinations 

# 6 Applicant  Information:  Veteran's  Preference 

# 7 Applicant  Information:  Arrest  and  Conviction  Policy 

# 8 Applicant  Information:  Education 

# 9 Information  About  Exempt  Employment  of  Individuals  Who  Are  Severely 

Disabled  (Rule  34  Program) 

#1 0 Federal  Immigration  & Naturalization  Service  Requirements 
#1 1 A Gift  of  Time  - T ransfer  of  Sick  Pay  and  Vacation  Credits  to  Catastrophically  III 
Employees 

#1 2 Layoff  & Involuntary  Leave  of  Absence  Information 
#1 3 How  to  File  a Discrimination  Complaint  (In  Progress) 

#14  Charter  Section  8.346  - Striking  Employees  (In  Progress) 

#1 5 Changing  Your  Address  or  Your  Name  (In  Progress) 

#1 6 Disability  T ransfer  (In  Progress) 

#17  On-the-Job  Injury  (In  Progress) 

#18  Safety  (In  Progress) 
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#19  Employee  Assistance  Program  (In  Progress) 

#20  Tuition  Reimbursement  (In  Progress) 

#21  Performance  Appraisal  (In  Progress) 

#22  Additional  Outside  Employment  (In  Progress) 

#23  Employment  Verification  (In  Progress) 

#24  Courtesy  to  the  Public  (In  Progress) 

#25  Whistleblower  Program  (In  Progress) 

* Complimentary  copy  provided  to  each  department  and  to  each  employee  organization. 
**  Complimentary  copy  given  to  each  new  employee. 

***  Complimentary  copy  provided  to  each  CSC  departmental  employee. 


Publications  available  at  Civil  Service  Information  Center,  lobby  level,  44  Gough  Street 
(557-4800)  and  Room  153  City  Hall  (554-4751).  Call  for  availability.  Additional  charge  for 
postage  for  certain  publications. 

Job  Announcements  posted  at  Civil  Service  Information  Center  and  outside  Room  151  City 
Hall. 

Copies  of  Job  Announcements  available  at  Civil  Service  Information  Center  only. 
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